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RECORDS RETENTION AND DISPOSAL SCHEDULE 

A G E N C Y Anne Arundel County D I V I S I O N Finance 
litem No Description Retention 

* 5 Tax Sale Certificates 

A two-part certificate is prepared, with the 
original to tax sale purchaser and duplicate 
retained by originating department. The 
certificate contains the following 
information: 

Purchaser, purchasers address, sum paid, 
location of property (legal description), 
account number, signature of Controller 
and notarization. 

Tax Sale Folders 

File of each tax sale, containing the 
following information: 
1. Tax sale card, notice of sale, 

correspondence notes, copy of equity 
suit (if person begins foreclosure). 

2. Cash receipt to purchaser from sale 
(form 04-02-1) 

3. Certificate of tax sale (if redeemed) 
4. Notice of advertisement (special order #| 
5. Warning letter of imminent sale 
6. If redeemed, copy of direct payment 

voucher 

Retain 99 years 
in office, then 
destroy. 

Retain 99 years 
in office, then 
destroy. 

This Item number supersedes the same item number of 
basic schedule dated 8/21/90. 

Schedule Approved by 
Records Management Officer 

Schedule Approved by 
Agency, or Division Representative 

Signaturi 

Schedule Approved by 
Chief Administrative Officer 

Schedule Approved by 
State Archvist 

ISEP ' » « 

Date Signature 



" I O N S - - T Y P E O R P R I N T A 
iTE FORM FOR EACH NEW OR ' 

RECORD SERIES. FORWARD 
PTH RECORDS RETENTION SCHEDULE 

BBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7J7I WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

^ A G E N C Y R E C O R D S ' I N V E N T O R Y 

I^DEPARTMENT/AGENCY 

^ K m e Arundel County 

2. DIVISION 

Finance 
J. UNIT 

Tax Sale 
DEFINITION-RECORD SERIES-* 0 " 0 U P ' o r RELATED RICOflDl NORMALLY 1 PILKD AND Ut(D AB A UNIT POR 

W r t B E H C t AW BELL AW HKTKNTI On AMD DISPOSITION PUnrOBEB • 
4. RECORD SERIES TITLE 

Tax Sale Certificates 
B . E A R L I E S T Y E A R / L A T E S T Y E A R 

1900 T O present 

9. RECORD SERIES DESCRIPTION J B R , ,"' ,- V DESCRIBE THE TYFEB O P INFOnUATION/DOCUMeNTB/rOltHB POUND 
I 1 'IN T H E S E R I E S . INCLUDE THE PURFOBE OR FUNCTION Or THE IBPtEt) 

A twe-J>art certificate is prepared, with the original to tax sale purchaser and duplicate 
i 

retained by originating department. The certificate contains the following information: 

Purchaser, purchasers address, sum paid, location of property (legal description), account 
number signature o f C o n t r o i i e r a n d notarization. 

7. RECORD iSERIES FORMAT( S) 
• LETTER SIZE D MICROFILM 

I 

f3 LEGAL SIZE O COMPUTER TAPE 
D BOUND BOOK ° FLOPPY DISK 
C^^3lO TAPE a VIDEO TAPE 
D OTHER(SPECIFY) 

0. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
B CHRONOLOGICAL 
• GEOGRAPHICAL 

O OTHER(SPECtFY) 

V O L U M E 

15 
N U M B E R 

U FILE DRAWER( S) 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
* OTHER(SPECI FY] 

Tandem Boxes 
10. ANNUAL ACCUMULATION 

D FILE DRAWER(S) 
1 5 a MICROFILM REEL(S) 

NuMigR ° COMPUTER TAPE(S ) 
Be PTHTR( sprriry) hoyps 

11 . FILE IS USED 
D DAILY O WEEKLY 8 MONTHLY 

I»- CURRENT LOCATION(S) (BLDC..FLOOR,ROOM) 

Arunde J Center, 1st Floor, Finance Office 

FILE BECOMES INACTIVE AFTER 
1 a M O N T H ( S J < X Y E A R ( B ) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
( IF YEW, IPECIPY M K N C T OR OFFICE) 
a YES B NO 

18. ACCESS RESTRICTIONS • YES B NO 
' ( IP YES, CITE LAW( •) * RBOULATION(B) 

i I • 

IS. AUDIT REQUIREMENTS 

9 NONE a STATE O FEDERAL D INDEPENDENT 

17. IS AN,INDEX SYSTEM USED t ( | P YWB,E>:PLA IN 
| WnlKPLY AND bllcnIWW ANY HAnDRARe/SOFTWARE) 

• YES i B NO 

It. RECOMMENDED RE TENT I ON 

99 years 

AND T I T L E Or P R E P A R E R 

7 
SBO-4 (REVISED 2/87) 

20, 2 I. DATE 

Fig. 7 



ITC FORM FOR EACH NEW OR 
RECORD SCRIES. FORWARD 

fTH RECORDS RETENTION SCHEDULE 
BBO-1) 

JEFARTMENT / AGENCY 

(nne Arundel County 

DEFARTMENT OF CCNERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27» 

JESSUP, MARYLAND 207B4 

Z. DIVISION 
Finance 

F A G E N C Y R E C O R D S ' I N V E N T O R Y 

P A C E 2 or 2_ 

S . UNIT 
Tax Sals 

DEFINITION-RECORD SERIES-* o n o u ^ *>F IWLATHD R K C O R D S N O R M A L L Y fILtD AND UKKD Al A U N I T ron 
IWrCREWCt AW B E L L A S R K T W N T I O N A N D PI B r o w IT ION P U R P O B E B ; 

4. RECORD SERIES TITLE 

Tax Sale Folders 
B . EARLIEST YEAR/LATEST YEAR 

J-9.QQ. TO -©xeaent 
I . RECORD SERIES DESCRIPTION DSSCRISK THE TYPES O F I NFORUAT I ON/DOCUMENTS/PORMt POUND 

> ' 'IN THE SERIES. INCLUOK TMK PURPOSE OR PUNCTION Or THE SEP/IES) 
^ 

Fil|» of each tax sale, containing the following information: 
i 

1. I Tax Sale Card, notice of sale, correspondence notes, copy of equity suit (if person 
!begins forclosure). 

2. I Cash receipt to purchaser from sale (form 04-02-1) 
3. J Certificate of tax sale (if redeemed) 
4. 
5. 
6. 

Notice of advertisement (special order //) 
Warning letter of imminent sale 
If redeemed, copy of direct payment voucher 

7. RECORD SERIES FORMAT( S) 
D LETTER 8IZE O MICROFILM 

I 

5 LEGAL SIZE D COMPUTER TAPE 
O BOUND BOOK • FLOPPY DISK 
D^^JIO TAPE a VIDEO TAPE 
D OTHER(SPEC IFY) 

S. RECORD SERIES SEQUENCE 
a ALPHABETICAL 
O NUMERICAL 
5 CHRONOLOGICAL 
a GEOGRAPHICAL 
D OTHER(SPEC IFYJ 

VOLUME 

75 
KUSJBEW 

D FILE DRAWER(S) 
O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
H3 OTHERJ SPECIFY) 

Tandem Boxes 
10. ANNUAL ACCUMULATION 

0 FILE DRAWER(S) 
O MICROFILM REEL(S) 

K G U B E H D COMPUTER TAPE|S) 
: t» OTHER(.sr?EcIFY) boxes 

I I . riLE IS USED 
O DAILY D WEEKLY 5 MONTHLY 

l>. CURRENT LOCATION!S J (BLDG.,FLOOR,ROOM) 

Arundel Center, 1st floor, Finance Office 

It, FILE BECOMES INACTIVE AFTER 
L D MONTH(S) OtYEAR(B) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
fir m , S P E C I F Y M K N C T O P orrtcE) 
O YES O NO 

IS. A C C E S S R E S T R I C T I O N S • Y E S $ N O 
I IP m , C I T E L A W | S ) ft R K O U L A T I O N I B ) 

16. AUDIT REQUIREMENTS 

S NONE a STATE ° FEDERAL O INDEPENDENT 

17. IS AN.INDEX SYSTEM USEDf (|p T*B.E*rLAIN 
j BRIEFLY AKD DESCRIBE ANY HAnOSARE./SOFTWARE I 

O YES I S NO 

I•. RECOMMENDED RETENTION 

99 years 

AND TITLE o r PREPARER 

DCS^580-4 

ZI. DATE 

(REVISED 2/07) 
Fig. 7 


